
Business Graphics 5
and Forms



The standard Corps business card
design is shown below with layout and
printing specifications. The Corps will not
provide business cards for any of its per-
sonnel. Individual Corps employees may
elect, for official purposes, to print busi-
ness cards at their own expense, adher-
ing to the design specifications below.

Business cards should be printed
using offset lithography. The ink colors
are Communication Red (Pantone red
032) for Corps Castle and Communica-

tion Gray (Pantone 408) for all type. One-
color business cards should be printed in
Communication Gray. Paper stock is
bright white 100 Ib. Vellum Bristol, with
medium plate finish.
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a) Full-size typographic layout guide for busi-
ness card. Increments for typography are in
points; layout dimensions are in inches.
b) One-color business card using Communica-
tion Gray for all elements.
c) Two-color business card with Communica-
tion Red mark and Communication Gray
typography.
Specifications:

A 7/16" positive version of the Corps’ signa-
ture is used on business cards. District or Divi-
sion identification is 9 on 9 point Helvetica
Regular type, 12 points placed below and
flush left with the Corps’ signature type.

The individual’s name is 9 point Helvetica
Regular type aligned horizontally with “U.S.
Army Corps” and placed flush left on the verti-
cal center line. The title, or job description, is 7
on 8 point Helvetica Regular type placed 9
points below and flush left with the name. The
address and telephone numbers are 7 on 8
point Helvetica Regular type, 13 points below
and flush left with the individual’s name and
title. All elements should be styled and posi-
tioned as shown in the illustrations to the right.

If the individual’s name exceeds the space
from the vertical center line to the 3/16"
margin at the right, move the entire flush left
unit to the left of the vertical center line so that
the last letter of the name abuts the 3/16"
margin.

All nine-digit zip codes are on a separate
line from the city and state. All five-digit zip
codes are on the same line with the city and
state. Telephone numbers should be set as
shown.



In special situations, when a sense of
tradition is important to the visual image of
business cards, the Castle symbol can be
used to replace the Communication Mark.

Consult with the Corps Graphics
Coordinator for advice and counsel when
using the traditional Castle symbol on
business cards. Remember the Corps does
not provide business cards to its personnel.
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The typographic masthead is to be used
for all specific forms of administrative cor-
respondence including News Releases,
Public Notice, specifications, advisories,
bulletins, regulations, procedures, person-
nel, and employment opportunity notices.
The typographic masthead shall contain

the appropriate Corps Signature, the
standard headline title of the specific item
and the uniform placement location for all
pertinent information that is common to all
items of that specific form. This information
shall include subject dates of issue, who
issued by, and other pertinent identifiers
for reference.
The specific content contained in the

pertinent information section located
below the title will vary depending on the
type of form as shown.
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The illustrations below show extension of
the typographic masthead format to three
additional titles. Specific requirements for
ancillary or fill-in information in each title
have been easily satisfied with minor
adaptation of the format. The basic format
should never be altered in any way. Con-
sult the Corps Graphics Coordinator with
specific problems related to adaptation of
the format.
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The Corps uses a great many forms for
the collection, transmittal, synthesis, dis-
semination and storage of information.
A successful form design will produce a
product with information clearly requested
and space logically alloted for expeditious
completion. When properly completed, the
form will lessen the time needed for retrie-
val of information.

Forms are tailor-made to perform very
specific tasks and should always be evalu-
ated in terms of the minimum amount of
information required to perform that task.
These information requirements must be

interpreted and given graphic form. The
example shown below utilizes the Corps

Communication Mark, Helvetica bold and
regular typestyles.
This example is intended as a general

guide to future implementation of Corps
forms. Contact the Forms Management
Officer for advice and counsel on forms
problems.

Electronic forms for publication are
available from HQUSACE Publications
Control Officer. For more information
contact CEIM-IV.
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